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PERSONAL SUPPORT PLAN


POLICY

To ensure all service users have a person centred care plan which supports and promotes their independence, life style choices and assessed needs, whilst respecting their dignity at all times.

SCOPE
The personal support plan forms the basis for, and gives a clear framework to, how we plan support to meet the assessed needs and choices of the individual service user in a person centred way. 

The personal support plan is the main responsibility of the supervisor / senior support officer. It should be completed through consultation with the service user, family, advocates, carers, support staff and other professionals / agencies as appropriate. 
PROCEDURE

1. The Getting To Know You pre-admission assessment (Appendix 6) must be completed prior to the service user commencing the service. This should be issued to the service user or their representative for completion. The information from this should be used to provide initial care and support to the individual. Once the personal support plan is completed in full this document should be archived, preferably as a pdf document.  
2. Section 1 of the personal support plan must be completed immediately on the service user’s admission. This contains important personal and health information about the individual and should be completed in full. 
3. Section 2 of the personal support plan is the one page profile. This must be completed within the first week of the service user commencing the service. It should detail essential information about the choices and support needs of the individual, enabling staff to support the person effectively. Examples can be found on the Helen Sanderson Associates website – 
http://helensandersonassociates.co.uk/person-centred-practice/one-page-profiles/
There is a section for Social Care with examples of one page profiles for a person with autism and a person with dementia. The Health Care section has an example of a one page profile for a person with mental health issues.
4. Section 3 of the personal support plan is the person centred support summary and associated protocols.

The summary of person centred support needs should be completed in full. There is space to add any needs not already identified.  If the person requires support or prompting in any area, then a protocol detailing how support will be provided must be completed (appendix 1). This should contain sufficient information to enable staff to support the person fully. If the individual does not require support, then no protocol is required. 
Each protocol must be numbered, and the number recorded on the summary of person centred support needs section. Each protocol must detail how choices have been made or consent given. If the individual lacks capacity to make choices or decisions for themselves, then it must be recorded how a best interest decision has been made on their behalf. Examples of protocols can be found at appendix 2.
5. The personal support plan must be fully reviewed 6 monthly. This must be recorded on page 2 of the support plan – review section. All columns must be completed including date, name, changes made and date of next review. If there have been no changes during the six month period the review form should state “no changes”. 
6. During the 6 month period, notes may be made on the personal support plan detailing any changes and updates required. These notes must be initialled and dated. Following review, notes should be typed into the document, the document “saved as”, and a new plan printed for everyday use.  
7. A contact information sheet (appendix 4) must be used for logging any contact with the person’s family, friends, involved professionals and any other significant occurrences. Page 2 of the personal support plan must record where these sheets are stored. Sheets should be kept where they are easily accessible for recording information immediately. Contact sheets should be clearly numbered in consecutive order, and completed sheets should be archived into the service user’s file (S10). 
8. Section 4 should contain any relevant and current assessments or strategies in place to support the individual’s needs. This could include risk assessments, IPHP (M2), epilepsy recue protocol, Hospital / Dental passport etc. The NHS hospital / dental passport is mandatory however where the service user / family does not wish to provide or complete this document this must be recorded in the personal support plan.  These assessments and strategies should be reviewed in line with the personal support plan reviews. Updated documents should be “saved as”. If an assessment or strategy is no longer required it should be archived, preferably as a pdf document. The index of current assessments should be updated whenever an assessment or strategy is reviewed, updated or added. 
9. Section 5 should contain the most recent review minutes / notes and details of consultation held with the service user. An example form for recording review notes is at appendix 3 and example consultation recording sheets at appendix 5. Previous review notes and consultation documents should be archived, preferably as pdf documents. 

Saving documents
Each service user should have a separate folder within the service shared folder on the intranet.

This should contain all current documents related to the care and support of the service user.

The folder should contain an archive file, where any previous documents must be stored for future reference if required.

New documents should be saved in the format:
ND Personal Support Plan 2016.10.19 
Please use the date format YYYY.MM.DD as this will save documents in date order.

Any updates must be “saved as” with the same title, but with the date in the file name updated to the date changes have been made. This should correspond with the review record on page 2 of the personal support plan.
To “save as” – Open the document then click on the File tab at the top left of the screen – click on ‘save as’. Update the file name then click save. Then make any required changes and save prior to closing the document.
This provides an ongoing record of changes to support provided.

All documents, including protocols, risk assessments etc. should be saved in this way.  
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